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Full and complete cooperation includes providing witnesses to give sworn affidavits to a 
Board agent, and providing all relevant documentary evidence requested by the Board 
agent. Sending us your written account of the facts and a statement of your position is not enough 
to be considered full and complete cooperation. A refusal to fully cooperate during the 
investigation might cause a case to be litigated unnecessarily.

In addition, either you or your representative must complete the enclosed Commerce 
Questionnaire to enable us to determine whether the NLRB has jurisdiction over this dispute. If 
you recently submitted this information in another case, or if you need assistance completing the 
form, please contact the Board agent.

We will not honor any request to place limitations on our use of position statements or 
evidence beyond those prescribed by the Freedom of Information Act and the Federal Records 
Act. Thus, we will not honor any claim of confidentiality except as provided by Exemption 4 of 
FOIA, 5 U.S.C. Sec. 552(b)(4), and any material you submit may be introduced as evidence at any 
hearing before an administrative law judge. We are also required by the Federal Records Act to 
keep copies of documents gathered in our investigation for some years after a case closes. Further, 
the Freedom of Information Act may require that we disclose such records in closed cases upon 
request, unless there is an applicable exemption. Examples of those exemptions are those that 
protect confidential financial information or personal privacy interests.

Preservation of all Potential Evidence: Please be mindful of your obligation to preserve 
all relevant documents and electronically stored information (ESI) in this case, and to take all steps 
necessary to avoid the inadvertent loss of information in your possession, custody or control.  
Relevant information includes, but is not limited to, paper documents and all ESI (e.g. SMS text 
messages, electronic documents, emails, and any data created by proprietary software tools) related 
to the above-captioned case.

Prohibition on Recording Affidavit Interviews: It is the policy of the General Counsel 
to prohibit affiants from recording the interview conducted by Board agents when subscribing 
Agency affidavits. Such recordings may impede the Agency’s ability to safeguard the 
confidentiality of the affidavit itself, protect the privacy of the affiant and potentially compromise 
the integrity of the Region’s investigation.

Procedures: We strongly urge everyone to submit all documents and other materials by 
E-Filing (not e-mailing) through our website, www.nlrb.gov. However, the Agency will continue 
to accept timely filed paper documents. Please include the case name and number indicated above
on all your correspondence regarding the charge. The Agency requests all evidence submitted 
electronically to be in the form it is normally used and maintained in the course of business (i.e., 
native format).  Where evidence submitted electronically is not in native format, it should be 
submitted in a manner that retains the essential functionality of the native format (i.e., in a 
machine-readable and searchable electronic format).  If you have questions about the submission 
of evidence or expect to deliver a large quantity of electronic records, please promptly contact the 
Board agent investigating the charge.
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Information about the Agency, the procedures we follow in unfair labor practice cases and 
our customer service standards is available on our website, www.nlrb.gov or from an NLRB office 
upon your request.  NLRB Form 4541, Investigative Procedures offers information that is helpful 
to parties involved in an investigation of an unfair labor practice charge.

We can provide assistance for persons with limited English proficiency or disability.  
Please let us know if you or any of your witnesses would like such assistance.

Very truly yours,

David Cohen
Regional Director

Enclosures:
1. Copy of Charge 
2. Commerce Questionnaire 
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and our customer service standards is available on our website, www.nlrb.gov or from an NLRB 
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We can provide assistance for persons with limited English proficiency or disability.  
Please let us know if you or any of your witnesses would like such assistance. 

TENGA PRESENTE:  Esta carta contiene información importante acerca del cargo que 
usted presentó con la Junta Nacional de Relaciones del Trabajo (NLRB).  En ella se explican sus 
obligaciones para proveer evidencia que sustente su cargo y quién lo estará investigando.  Si el 
Inglés no es su primer idioma y usted desea que esta carta se le explique en su primer idioma, 
puede comunicarse por escrito con la Oficina Regional a la dirección que aparece en esta carta o 
llamar al (813)228-2641.  El NLRB está comprometido en asegurar, en la medida que sea 
posible, que las personas que no hablen Inglés puedan entender el procedimiento de sus casos.   

 
(PLEASE NOTE:  This letter contains important information about the charge you filed 

with the NLRB.  It explains your obligations to provide evidence in support of the charge and 
who will be investigating your charge.  If you are not a native English speaker and would like 
this letter to be explained to you in your primary language, you may contact the Regional Office 
by letter at the above address or call (813)228-2641.  The National Labor Relations Board is 
committed to ensuring, to the extent possible, that non-English speaking parties are able to 
understand the processing of their cases.) 
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Very truly yours, 

 
David Cohen 
Regional Director 




